Didja Know?
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 As agovernment employee, we
should be prudent travelers.




“What does that mean®?” you ask.




When calling for your hotel
reservation, you should always
advise the reservation clerk that you
must have a government room rate.
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How do | even know what the
Government Lodging Rate i1s?!?
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AsS you are creating your
Authorization in DTS, check the
Expenses — Per Diem Entitlements...




CAOS009 A0 screen Dy 10221 Close Windo
Help for this screen

Remember th|S Screen? eMcmunting Additional Options Review/5Sign

MF‘er Diem Entitlements Substantiating Records

Follawing i= a list of per diem allowances far lodging and meals fincidentals for each day of your trip, The "edit" link allows you to change the
information (e.g2., duty conditions, meals provided, etc.) for a specific date ar date range, The "rezet" link changes the per diem infarmation
to the default rates for that date and location.

G54 State Tax Exemption Listing

Date Location Edit Rezet Ldgz Cost Ldg allowed
CAMP aa8.00 . .
06,/01/09 ROBIMNSOMELITTLE »Edit  »Reset 88.00 GOWCC- In thIS example the GVt I—Odglng
ROCIGAR el Allowed rate is $88
CAMP aa8.00
06,/02/09  ROBINSOMELITTLE »Edit | »Reset 88.00 GOWCC-
RCZH AR Indiwidual
CAMP &5.00 £4.00
06,/03/09 ROBINSOMELITTLE = Edit = PReset a5.00 GOWCC- F'ers:cnnal 85 r B4 MOME
RCZH AR Individual
ChMP 5,00 54,00
060407 ROBIMSOME@LITTLE » Edit | »Reset gg.00 GIONICC- F‘erslcunal G5 Fhd MCHE
RCZH AR, Individual
ChMP 0,00 40,50
06,/05/09 ROBIMNSON@LITTLE » Edit | »Reset 0.00 GONVICC- F‘ers:cunal G5 Fhd MCME
RCCK AR, Indiwvidual

Reset all Edit All
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If you do not request and receive the
Government Lodging Rate
you will be required to justify
why you are asking for
“Actual Lodging Expense”.




But | didn’t ask for a
Government Rate when | booked
my room.

| was charged a higher rate
for my room.
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Perhaps you should call the hotel
and ask If they will correct their
Lodging Rate on your bill.
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Let the clerk know that you are
required to get the
Government Lodging Rate.
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Request a corrected receipt
for your voucher.




But what if the hotel will not
cooperate and reduce my
room rate?




Referring back to an earlier slide,
you will need to justify the
Actual Lodging Rate to your program
manager.




If the Program Manager allows
the higher rate, you will be required
to make a change in DTS.

See the next slide........




File Edit “iew Favarites Tools Help

5 . screen (D 1022, 1 Close Winda

C“Ck Ed't A” Help for this screen

% Defense Travel System Itinerary TraweMccwming Additional Options Review/5Sign
A New Era of Government Travel

Non-Mileage  Mileage JiINaNEulaGaELey Substantiating Records

Follawing i= a list of per diem allowances far lodging and meals fincidentals for each day of your trip, The "edit" link allows you to change the
information (e.g2., duty conditions, meals provided, etc.) for a specific date ar date range, The "rezet" link changes the per diem infarmation
to the default rates for that date and location.

G54 State Tax Exemption Listing

Date Location Edit Rezet Ldgz Cost Ldg allowed MIE Allowed  PerDiemBate Code B L D Qtrs

CAMP 88.00 40,50

0&F01/09 ROBIMNSOM@LITTLE »Edit  »Reset 8a8.00 GUONWCC- F'ers:n:nal a8 f Bq MCME
RiCCH AR Individual
CaMP 8a8.00 £4.00

060209 ROBIMSOME@LITTLE »Edit | »Reset ga8.00 GUONWCC- F'ers:cnnal a8 feq MOME
RCZH AR Individual
CAMP 88.00 £4.00

0603709 ROBIMSOM@LITTLE = Edit = PReset 2a.00 GOWICC- F'ers:cnnal a8 f B4 MOME
RCZH AR Individual
CAMP 55,00 54,00

06,0409 ROBINZOMELITTLE » Edit | »Reset &g.00 GUONYCC- F‘erslcunal g8 /54 MME
RiCCE AR, Individual
CAMP 0.00 40,50

06050 ROBIMNSOMN@LITTLE » Edit | »Reset 0,00 GUNYCC- F‘ers:cunal Ga8 [/ 54 MCME
RioCE AR Individual

click

Reset all Edit All




A Defense Travel System - Welcome to DTS - Microsoft Internet Explorer
File Edit “iew Favarites Tools Help

. . . screen (D 1021,1 Cloze Wwindow
Click Expenses — Per Diem Entitlements Help for this screen
Detense Iravel 5}'5[&“‘] Itinerary  Travel Accounting Additional Options  Review/Sign
A New Era of Government Travel
Non-Mileage  Mileage JdiINaNEulaGEELey Substantiating Records

“fou may apply changes on this screen o a certain date or range of dates by modifying the "“Walues Apply Through" date, If required to change
the diztribution to travelers, use the distribution method selection lizt to change the distribution method, Then, select the "diztribute cost"
link to distribute appropriately to travelers, G54 State Tax Exemption Lizting

Location: CAMP ROBIMSOMELITTLE RiDCHK AR
Values Apply From Date: 0601 2009

Walues apply Through: 06 052009 '

Per Diem Rates

Coszts are total for all travelers, You may change yvour lodging costs below, Use the "Wiew Expenze Details £ Currency Calculator” ink for
expense details such as payment method, reimburseable, etc,

Per Diem Rate: |BB,-"54 A |
i

Lodging: 5 Enter room rate = { currency calculator

M & |E: 5 | 40.50 N | = wig expense details o currency calculator

Duty Conditions

Check all of the follawing that apply:

[ Field Conditions

™ o I I



) Provided cost: |0.00

Oocazional

'C} Special Rate

Other Per Diem Entitlements

If wou need ta claim actuals for lodging, take leave, designate OCOMNLUE incidental amount, ar indicate In Place, wou may check the appropriate
box, Only one aoption may be applied to a specified date ar the date range uzed for the "Values Apply Through" Date,

.@} Ho Other Per Diem Entitlements

O
O
O

here if you need to use Authorized Delay for the abowve date or date range.

Actual Lodging
Check here if you need to uze Actual Lodging for the above date or date range.,

OCONUS Incidental Amount - (Uzed to reduce the daily incidental rate to the minimum. )
Check here if your AC determines the minimum default incidental rate applies for the abowe date ar date range, instead
of the applicable locality rate included in the daily amount for Meals and Incidentals.

O In Place - (Used to increasze the ME&IE amount to 100% on first or last day of travel)
Check here if you are beginning or ending your trawel at a TDY location wice your permanent duty station.

| Cancel These Entitlement Changes and Return | save These Entitlements Then click here

Proceed to the following page: fdcocounting Codes W




And now for the Disclaimer:
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You only need to click on
“Actual Lodging” if the rate is
above the Government Rate.




When you are going through your
normal Digital Signhature process,
you will ultimately be directed to the
“Pre-Audit” page.

The next screen shot shows what you will
see and need to do to satisfy the Flag you
got when you changed the lodging rate.




<A Defense Travel System - Welcome to DTS - Microsoft Internet Explorer

File Edit “iew Fawvorites Tools Help

Logzed In sy icreen [Dn 10431 Close Window
Trawveler Mam) Help for thiz screen

pe{ TYpe in your justification for the| .. O . . 5 |
rate change for each day. v

Digital Signature

Help for thiz screen
EBelow are any items that were "flagged” for this trip.

Dol mandates zplit dizburzement for tranzportation, lodging and rental car expenszes, Click I memorandum

Conztructive Travel Warksheet

1 Iterm has been Flagged in this Travel Document

1. Reason Flagged tem Description * Justification to Approving Official “Help=
1 ACTUALS EXPERSE + ACTUAL EXPERSE & LLOWAMCE
REQIUESTED.

Justify why the rate is not the
Government Lodging Rate.

Proceed to the followwing
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Actual Expenses are for
Mission Essential requirements.

Reviewers are responsible to
iInsure that the travelers are being
prudent too!
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Let’s make it right!
Everyone must protect our assets.
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Hey, didja know that sometime in the
near future we will be adding all the
Didja Know tidbits on the HRO website?

Yep! We are here to help!




